AR
Managing Your IMLS Grant: Information Session

= To access audio for this webinar: Use a touchtone phone to dial
1-866-299-7945. Wait for the prompt to enter a code, and then
enter 9910420#. You may also play the audio on your computer.

= To access webinar recording: This webinar is being recorded and
will be available on the IMLS.gov website in a few weeks.

= To save the slides: Go to File, then Save, and select Whiteboard.
Be sure to save the slides as a .pdf!

= To turn on closed captioning: Go to the top menu and select
Window, then Show Closed Captioning.

All participants will be muted during the presentation. If you encounter any
technical issues, please type your question in the chat box and someone
will assist you.
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Your Responsibilities and

Obligations as a Grantee

1. Conduct your project activities.

2. Adhere to the award terms and conditions.

a. Request approval for changes in project end date, project
scope, methodology, key personnel, and/or budget
allocation.

b. Follow government-wide requirements for implementing
federal grants.

c. Acknowledge IMLS support of your project in materials
publicizing or resulting from your grant activities.

Grantee Communications Kit at
http://www.imls.gov/GCK




Your Responsibilities and
Obligations as a Grantee

3. Submit financial and performance reports using
IMLS designated templates.

4. Inform IMLS of any significant issues that arise by
contacting your program officer.

5. Maintain documentation of all activities and
expenditures that affect your award. Follow your
institution’s accepted business practices.



Where to Find Information

. Official Award Notification

. Reporting Schedule
. Project Budget
. IMLS website: www.imls.gov

OMB Circulars: 2 CFR Part 230, Part 225, and Part 220
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Where to Find Information:

Official Award Notification

Authorizing Official:
person who signs
your reports and

change requests

Project Director: person
who directs and
oversees your grant
activities

Bozeman, MT 59717

INSTITUTE of e Official Award Notification for Grants and
Museumnd lerary Cooperative Agreements
SERVICES
Date of Award March 24, 2014
Awardee Name and Address Librarians for the 21st Century
Montana State University
307 Montana Hall L21-Continuing Education

Award Number RE-06-14-0020-14

Authorizing Official
Julie Geyer
308 Montana Hall

/B ozeran, MT 59717-2470

Award Period

From April 01, 2014
To  August3i, 2016

Project Director
Mary Anne Hansen
MSU/Renne Library
Montana State Univi

#vmn. MT 59717-3320

Total Award Amount $ 358 576.00
03/24/2014  $368,576.00  Original Award

Basic Award Information

3. The ini ion of this grant and th

Budget.

1. The Institute of Museum and Library Services (IMLS) provides this grant support pursuant to 20 USC § 9101 et seq.

2. The award is made in support of the purposes set forth in the original application or, if noted in the special terms and
conditions of the award, in a revised plan of work that has been approved by IMLS program staff.

of grant funds are subject to the special terms and conditions of
this award, which appear on the second page of the award notification, and the General Terms and Conditions for IMLS
Discretionary Awards. The latter document incorporates by reference the audit requirements of OMB Circular A-133 and
the uniform inistrat i and cost principles by the Office of and

4. The first request for payment will indicate the grantee’s acceptance of the award.

5. The schedule of due dates for financial and performance reports is attached as the final page of the award notification.

IMLS Authorizing Official

T Bl b

Name and Title
Robert Horton
Pssociate Deputy Director for Library Services

Accounting Code: 59140301P0.2014.L.2100.75160.410
CFDA Number: 45.313
59140301P0.2014.L.2100.75160.410

TIN No. - 816010045
DUNS No. - 625447982

Award Number:

Award Period: from/to
dates

Total Award Amount:
funds provided by IMLS

Basic Award Information:
the legal basis for the award



Where to Find Information:

Official Award Notification
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Cost share obligation:
dollar amount of your
share of project
expenses

Date of approved budget:
with application or
amended subsequently

AWARDEE: Montana State University
AWARD NUMBER: RE-06-14-0020-14
GRANT FUNDS: $358,576

COST SHARE: $104.220

IMLS CONTACTS

Questions related to changes in project activities, personnel, and budgets or the extension
of the grant period should be addressed to:

Tim Carrigan, Senior Program Officer, tearrigan@imls.gov or 202-653-4639 or
Mary Sellers, Program Specialist, 202-653-4689 or msellers@imls.gov.

Questions related to the processing of payments, notices of overdue reports, interest
earned on grant funds, and audit i should be add d to Grants
Administration at 202-653-4737 or grantsadmin@imls.gov.

SPECIAL TERMS AND CONDITIONS OF THE AWARD

The budget submitted with the appli d. Changes in this budget will be
subject to the limitations set forth in Amcle 8 of the General Terms and Conditions for
IMLS Discretionary Awards

The indirect costs rate(s) or the administrative fee used in the approved budget to
calculate overhead costs may be applied against direct project costs to determine total
project costs.

The grantee is required to cost share project expenses at no less that the level indicated in
the approved budget.

Program Officer:
name, phone, e-mail

Finance contact:
phone, e-mail



Where to Find Information:

Reporting Schedule

INSTITUTE of Institute of Museum and Library Services

anaLibI i
Museum ;nlS.EIRl ary Reporting Schedule

2014 Librarians for the 21st Century

Award Number RE-06-14-0020-14
Institution Name Montana State University

Project Director Ms. Mary Anne Hansen

Date Due 05/01/2015 Report Type Interim Narrative
Date Due 05/01/2015 Report Type Interim Financial
Date Due 05/01/2016 Report Type Interim Financial
Date Due 05/01/2016 Report Type Interim Narrative
Date Due 11/29/2016 Report Type Final Financial
Date Due 11/29/2016 Report Type Final Narrative

INTERIM INTERIM FINAL FINAL
PERFORMANCE FINANCIAL PERFORMANCE FINANCIAL
1-yr project 0 0 1 1 2
2-yr project 1 1 1 1 4

3-yr project 2 2 1 1 6




Where to Find Information:

Project Budget
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IMLS BUDGET FORM

a3 Legal name (Sa from SF.4215): |

b Reguested Grant Period From: {(MM/DD/YYVY) ‘Through: (MM/DB/YVYY)

€ Ifthisisarevised budget, Indicate application/grant number:

INSTITUTE of

Official Award Notification for Grants and
Museum...Library Cooperative Agreements
SERVICES'
Dateof Award  March 24, 2014
‘Awardee Name and Address ‘Uibrarians for the 21st Century
Montana State Unwersiy
i tinod s L21-Continuing Education
Sotaen W BT ‘Award Number RE-06-14-0020-14
Authorizing Oficial
M_"gm Award Period
309 Montana Hall From Aprl 01, 2014
Bozeman, MT 58717-2470 To August 31, 2016
Project Director
Mary Anne Hansen
MSURemne Library
lontana State University
Bozeman, MT 59717-3320
Basic Award Information
1 §9101 etseq.
2. The awardis made i purpos
3
this award, which Te i s
Discretionary Awards. Circular A-133 and
Budget.
4

T Bl el

jame and Title
Robert Horton
frssociate Deputy Director for Library Services

CFDA Number: 45,313
50140301P0.2014.L.2100.75160.410

TIN No. - 816010045
DUNS No. - 625447982

1. Salaries and Wages
Year 1 Year2 Yoar3 Total
Name/Tile or Positlon | Gront Fund | CostShare | GrantFund | CostShare | GrantFund | Cost Share | Grant fund | CostShare | Grand Total
Subtotal
2. Fringe Benefits
ar1 Year2 Year3 Total
Description (% orltem) | G o Fund | CostShare | Grantfund | CostShare | Grantfund | CostShare | Grantfund | Costshare | Grand Total
Subtotal

Insttute of Museum and Library Services

8 Nusmber 31370071, Expiration Date: 03/30/2015.

AW:\RDEE \lwm-- State University
- R ,-06 14-0020-14

Questions related to changes in project acllvmcs. personnel, and budgets or the extension
of the grant period should be

“Tim Carrigan, Senior Program Officer, or 202-653-4639 or
Mary Sellers, Program Specialist. 202-653-4689 or msellers@imls.gov.

Questions related to the processing of payments, notices of overdue reports, interest
eamed on grant onds, and sl reirements shockdbe addessed 10 Grats
Administration at 202-653-4737 or

SPECIAL TERMS AND CONDITIONS OF THE AWARD

s i this budget will be
‘erms and Conditions for

The indireet costs rate(s) or the administrative fee used in the approved budget 1o
calculate overhead costs may be applied against direct project costs to determine total
project costs,

‘The grantee is required fo cost share projet espenses at no less that the level indicated in
the approved budget.




Reporting - White Paper

Sparks! Ignition Grants and National Forum Grants recipients are also required to issue a white paper at the

conclusion of their project.

= Project Summary
—  need or challenge, activities developed to meet that need

u Process

—  How did you accomplish your work and what types of resources (financial, management, human) were
needed?

—  Describe any organizational or policy changes necessary to accomplish your work?
—  Describe any mid-course corrections?

. Project Results
—  What did you learn?
—  What were the results?
—  Next steps?
—  Recommendations for the field?

u Resources

— Links and references to more detailed results, data, tools, or other resources that were created as part of the
grant-funded project



Where to Find Information:
IMLS Website
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Literacy and Tech for Toddlers at
The mission of IMLS Is to inspire libraries and El Paso ( College 8/8/2014

to advance Innovation, lifelong learning, and cultural Northwest Library : CFPB Free
and civic engagement. We provide leadership through

research, policy development, and grant making. IMLS Tcgfn':::::yﬁm ad Lsur:t?hfrél Resources for Libraries
supports key Issues of national concern: beey; Desed

Fero commdnty Golegs Blog Post: Poets on Poets:
| - Select an Issue Area - s god :)?emcﬁu ""st; me“WwWam' mmecy'm Sojourner Ahebee
Program for area young children B8I6/2014
and their parents to foster a long it Awards
o term love of learning, a habit of Annou IMLS
Elroctor‘s Message: Congress Passes Jibrary u S a col ng B0 G
egislation Recognizing Libraries in sage, ©96-90 rovides rants

Workforce Development culture among community for the Pacific Territories and
The Workforce Innovation and Opportunity residents. Read more. Freely Associated States
Act of 2014 affirms the role of libraries in ViowAa

assisting the country’s job seekers and

employers. Read more. Cg\ WebWiSE _

WebWise 2014: Anchoring " AN
sz, B0 s
B February 10-12 in Baltimore, MD. &Y

of the National Medal! Visit www.imiswebwise.org to learn
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Libraries and Broadband: Urgency and Impact Visit our Subscription Page to
On April 17, IMLS held a public hearing to establish a public sign up to receive e-mail

record about the impact of high speed broadband

connectivity in America’s libraries. Read more. UpN ext i from IMLS.

See What's UpNext!

Check out UpNext, the official biog
of the Institute of Museum and

Library Services.




Where to Find Information:

IMLS Website

INSTITUTE of uf
MuseumanLibra
SERVICES'

stesearch ] go>
Home Press Room FOIA ContactUs share this page: [ EIEIEIE | 1 |

Grant Applicants | Grant Reviewers  Grant Recipients : State Programs  : Research

Administration & SR

Err Search our database of grant recipients Search grants by grant

Communications Kit name, institution, or project
Recipients of IMLS grants are required to adhere to granis management type.

terms and conditions. The resources you need to manage your award are

aloaiod hre: >

Search Awarded Grants

A Glr_ﬂnt_ > ApRpIicatlon > Gnntm

pplication eview Managem

Stage Stage Stage Search our archive of grants
awarded by the Institute.
Search now

Grant Recipient Requirements
Visit our Subscription Page 1o
sign up to receive e-mail
announcements, newsletters,

Now Available! Grantee 101 Narrated Web Presentation for Office of and more from IMLS.

Library Services Discretionary Programs

This narrated web presentation provides guidance for grantees on
administration and promotion of your grant project. Download now:

Grantee 101 Narrated Web Presentation (PDF; 28ME)

Grantee 101 Web Presentation handout (PDF; 164KB)

For best results, d foad the p tation to your ster and watch
using Adobe® Acrobal® or Acrobat® Reader®.

The resources above are provided for IMLS Office of Library Services
Discretionary grant recipients, but we encourage all interested parties to
make use of them. Viewers must have Adobe® Acrobat Pro or Reader
version 9 or above to be able to see the PDFs. Get Plug-in.

All Grant Recipients

In the grant announcement package, all grantees receive a description of
the review process that was used in making funding decisions and copies
of from their application. We urge our grantees to
consider concerns raised by reviewers as they undertake their project as
their suggestions could, in many cases, result in stronger projects.

Any project that is carried out under a grant must be consistent with the
proposal that is approved for funding by IMLS. Any change to a grant
project’s programmalic scope, key personnel, or budget must first be
approved by MLS. All requests for a change to a grant project shall be
signed by the authorizing official and submitted to the appropriate IMLS
program officer.



ere to Find Information:

IMLS Website
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Home Press Room FOIA ContactUs Share this page: nuﬂ 3
Grant Applicants | Grant Reviewers | GrantRecipients | State Programs | Research @ Resources | News : AboutUs

S Administration Find A & Grants
ﬂ%KNOW EDG ; 2 Administration
25 o0 NGO & STUDY |2 PECEETON 8 All the documents and forms you will need to administer your awards are Search grants by grant
2 a2 EINFOS SZWORD LY + Legal References accessible below. Be certain to read the General Terms and Conditions name, institution, or project
for IMLS Discretionary Awards; it is your responsibility to be familiar with type.
Grantee this document and to comply with its requirements. All forms are provided

Communications Kit as fill-in PDF files, Microsoft Word documents, or Excel spreadshests. god

Getting Started Search Awarded Grants e n e ra I Te r m S

General Terms and Conditions (PDF-75 KB) Search our archive of grants
awarded by the Institute.

e Reporing Saannon and Conditions

Performance Reports

» Cover Sheet for Performance Reports: PDF-229KB, Word-75KB

+ Guidance for Preparing and Submitting an Interim Performance Visit our Subscription Page to
Report Package (PDF-31KB) sign up to receive e-mail
announcements, newsletters,
Financial Reports and more from IMLS.

« Federal Financial Report Form (SF425); (PDF-1029KE)

» |nstructions for Federal Financial Report Form (SF425);
(PDF-53KB)

Final Reporting
Performance Reports

» Cover Sheet for Performance Reports: PDF-229KB, Word-75KB

« Guidance for Preparing and Submitting a Final Performance
Report Package (PDF-31KB)

Financial Reports

» Federal Financial Report Form (SF 425); (FDF-109KE)
« Federal Financial Report Instructions (SF 425); (PDF-53KB)

Final Performance and Financial Reporting for Native American
Library Services Basic Grants

« Final Financial and Performance Report: Word-T0KE, PDF-60KE
Requesting Payment
SF270 - Reguest for Advance or Reimbursement {PDF-159KE)




Where to Find Information:
IMLS Website
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General Terms and Conditions for
* IMLS Discretionary Awards

* IMLS Native American Library
Services Basic Awards

* IMLS Native American Library
Services Basic Awards with
Education/Assessment Option

Organizations that receive IMLS grants or cooperative agreements are subject to
these General Terms and Conditions for IMLS Discretionary Awards (General Terms
and Conditions). The General Terms and Conditions are based on the administrative
requirements of 2 CFR Part 215, (Uniform Administrative Requirements for Grants
and Agreements with Institutions of Higher Education, Hospitals, and Other Non-
Profit Organizations); 45 CFR Part 1180 (IMLS grants regulations); 45 CFR. Part
1183 (IMLS administrative requirements for grants and cooperative agreements to
State, local, and Indian tribal governments); and 2 CFR Chapter XXXI (IMLS
debarment and suspension, and drug-free workplace) Organizations that receive
grants that are subject to these General Terms and Conditions must be familiar with
these regu]ahons and comply with the relevant requirements and with other laws that
ab

April 2014




Where to Find Information:

IMLS Website

General Terms and
Conditions Cover Page.pdf

Contents

Contents
Clossary of Terms

1. What do these
General Terms and Glossary of Terms
Conditions apply to?

Contents

1. What do these General Terms and C apply to?

2. What are my
responsibilities when
accepting a grant? 2.Whataremyr

ilities when a grant?

3. What are these
Terms and Conditions
based on?

3. What are these Terms and Cs based on?

4. Do | have to be registered in the System for Award (Sam)?

4. Do | have to be
registered in t 5. Do | have to comply with the Federal Funding Accountability and Transparency Act (FFATA)?.....
System for Award

Management (SAM)? 6. What determines allowable costs for IMLS-funded work?
5. Do | have to comply

with the Federal 7. Are extensions of the grant period all
Funding Accountability

and Transparency Act 8. Are changes in project scope allowed?.
(FFATA?

6. What determines 9. Are changes in key project personnel allowed?.

allowable costs for
IMLS-funded work? . How do | make changes to the project budget?

7. Are extensions of
the grant period
allowed?

. What are the cost-sharing req

. What is the process for receiving from IMLS?.

8. Are changes in

project scope allowed? . What are the reporting requir
9. Are changes in key

project personnel . What are the
allowed?

10. How do | make . Do | need to get an audit of my

changes to the project
budget? . What are the rules for retaining records after a grant is finished?

for my or

11. What are the . What rules govern our procurement procedures?.
cost-sharing
requirements?

. What are the rules for equipment and supplies?. 10

12. What is the process
for receiving payment . What are the rules for travel costs?
from IMLS?

13. What are the . Are there additional rules for foreign travel?

11

11

reporting
requirements? 23, Are there specific requirements for your sharing of results and work products, and what may IMLS

14. What are the share?
requirements for my
organization’s financial
management system?

24. What are the requirements for data collection and data sharing? ...............

15. Do | need to get an
audit of my

organization's
finances?
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7 MuseumLibrary ste

ik SERVICES

h god
Shammispags:nuﬂ 3

| Resources | Mews

Home Press Room FOIA Contact Us

Grant Applicants | Grant Reviewers | Grant Recipients | State Programs | Research

ant Recipien
Administration

Interim Reporting
Performance Reports

» Cover Sheet for Performance Reports: PDF-229KB, Word-75KE
« Guidance for Preparing and Submitting an Interim Performance
Report Package (PDF-31KB)

Financial Reports

« Federal Financial Report Form (SF425); (PDF-1029KB)
» |nstructions for Federal Financial Report Form (SF425);

(PDF-53KE)
Final Reporting
Performance Reports
» Cover Sheet for Performance Reports: PDF-229KB, Word-75KE

« Guidance for Preparing and Submitting a Final Performance
Report Package (PDF-31KB)

Financial Reports

» Federal Financial Report Form (SF 425); (FDF-109KE)
» Federal Financial Report Instructions (SF 425); (PDF-53KB)

Final Performance and Financial Reporting for Native American
Library Services Basic Grants

« Final Financial and Performance Report: Word-70KE, PDF-60KB
Requesting Payment
SF270 - Request for Advance or Reimbursement (FDF-159KE)

105w Find Available Grants
fiﬁl‘u“ oz DGE~5“ Administration
X wuLEARN,NG‘mmN%u §n All the documents and forms you will need to administer your awards are Search grants by grant
et 52 INFOF 210t 16 X WoRD o * Leqal References accessible below. Be certain to read the General Terms and Conditions name, institution, or project
for IMLS Discretionary Awards; it is your responsibility to be familiar with type.
Grantee this document and to comply with its requirements. All forms are provided
Communications Kit as fill-in PDF files, Microsoft Word documents, or Excel spreadsheets. god
Getting Started Search Awarded Grants
General Terms and Conditions (FDF-75 KB) Search our archive of grants

awarded by the Institute.
Search now

Visit our Subscription Page to
sign up to receive e-mail
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IMLS Website

Cover Sheet for Performance Reports
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Where to Find Information:

IMLS Website

Federal Financial Report Forms
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IMLS Website
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Where to Find Information:

2 CFR Parts 230, 225, and 220

- 5= ) What expenses are allowable and unallowable?

If your organization is ...

A non-profit organization

A state, local, or Indian
Tribal Government

A college or university

Then use these cost principles...

2 CFR 230 (OMB Circular A-122)
http://www.whitehouse.gov/omb/circulars_al22_ 2004/

2 CFR 225 (OMB Circular A-87)
http://www.whitehouse.gov/omb/circulars_a087 2004/

2 CFR 220 (OMB Circular A-21)
http://www.whitehouse.gov/omb/circulars_a021_2004/



Where to Find Information Recap
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. Official Award Notification

. Reporting Schedule
Project Budget
. IMLS website: www.imls.gov

OMB Circulars: 2 CFR Part 230, Part 225, and Part 220



Suggestions

—=" [ Read the contents of your Official Award Notification
package.

. J Know your award number (LG-XX-14-XXXX-14, RE-XX-
XXXX-14, NG-XX-XXXX-14, or SP-02-14-XXXX-14).

1 Know your report due dates.
1 Know which budget has been approved by IMLS.

) Know your cost share requirement.
= Know it, meet it, report it.



Suggestions

= [J Download and read the General Terms and
Conditions document on the IMLS website.

) Have your program officers’ contact information
available so you can contact us easily.

J Jot down the e-mails that you need for submitting
materials to IMLS:

= For performance and financial reports:
imlisreporting@imls.gov
= For SF270 requests for money: grantsadmin@imls.gov



Suggestions

- [ Make it easy for us to transfer funds to you.

= Keep your SAM.gov registration current and active with
correct bank account information.

= Make sure your performance and financial reports are
turned in on time and are not delinquent.

= Make sure the signer of the SF270 request for funds is an
authorized official designated by your organization and in
our system.

= E-mail the correctly completed SF270 in PDF format to
grantsadmin@imls.gov, and include the award number in
the subject line.




Suggestions

QO Make it easy for us to receive, review, and credit you
for submitting your reports.

Use the required forms.
Submit your reports on time.

Be succinct.

Send them electronically to imlsreporting@imls.gov and
include your award number in the subject line of your e-mail.




IMLS Staff Contacts

Dr. Mary Alice Ball
mball@imls.gov
202.653.4730

Tim Carrigan
tcarrigan@imls.gov
202.653.4639

Dr. Sandra Toro
storo@imls.gov
202.653.4662

Kathy Mitchell
kmitchell@imls.gov
202.653.4687

Sarah Fuller
sfuller@imls.gov
202.653.4783

Emily Reynolds
ereynolds@imls.gov
202.653.4665
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